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1. INTRODUCTION 
It is the Oxford Diocesan Bucks Schools Trust’s (ODBST) policy to support pregnant women and new parents through the arrangements set out in this policy. 

2. SCOPE
This policy applies to all ODBST employees.  

3. LEGISLATION
This policy ensures full compliance with the Employment Rights Act 1996, the Employment Relations Act 1999, the Employment Act 2002 and other associated regulations governing maternity, adoption, paternity and shared parental leave and pay. 
Employees have the right not to be subjected to detrimental treatment on the grounds of pregnancy, childbirth, maternity, paternity, adoption or shared parental leave. Any employee who believes they have been treated unfairly can complain using the Grievance Procedures. 
Maternity, paternity, adoption and shared parental leave do not break continuity of service for contractual purposes. 

4. DEFINITIONS
Continuous service: An employee’s entitlement to statutory and occupational maternity, adoption, paternity and shared parental pay is dependent on their length of continuous service with ODBST and may include previous service with other local authorities.  This is a complex area, so it is advisable to seek HR support when calculating an employee’s entitlement.  
Expected week of childbirth (EWC) means: the week beginning with midnight between Saturday and Sunday, in which it is expected that the baby will be born. 
Childbirth means:  
· the birth of a living child; or  
· the birth of a child whether living or deceased after 24 weeks of pregnancy. 

MATB1 means: The maternity certificate, or form, which is provided to confirm a pregnancy and confirm the expected week of childbirth

Qualifying week means: The 15th week before the expected week of childbirth


5. COMMON RIGHTS FOR MATERNITY, ADOPTION, SHARED PARENTAL AND PATERNITY LEAVE

5.1. Annual Leave

5.1.1. Teachers and term-time staff 
An employee will accrue annual leave throughout the whole period of their maternity, adoption, shared parental or paternity leave. 
The annual leave can be offset against any period of school closure that has taken place in the leave year in question, that is, both before and after the maternity leave period. 
5.1.2. Full year support staff and central employees  
An employee will accrue annual leave throughout the whole period of their maternity, adoption, shared parental or paternity leave. 
Where possible, it is advised that employees take any outstanding annual leave before they go on maternity/adoption/shared parental/paternity leave. 
Employees on maternity/adoption/shared parental/paternity leave may carry forward the full leave entitlement they have accrued into the next leave year.  
However, it is recommended that the annual leave that has been accrued during the maternity/adoption/shared parental/paternity leave period should be taken in one block at the end of the maternity/adoption/shared parental/paternity leave, before the employee returns to work. 
5.2. Communication During Leave 
Headteachers/line managers should ensure that they keep in contact with employees on maternity/adoption/shared parental or paternity leave, particularly in relation to developments and changes at the School/Trust.  Updates may include newsletters, information on social events etc. and recruitment activity will be communicated via the Trust’s website.  In order to ensure good communication and a smooth transition in the time leading up to a period of leave, and during the leave itself, the employee will normally be informed of the arrangements for covering their work.
Please note, however, employees on maternity/adoption/shared parental or paternity leave should not be contacted regarding work queries (unless this cannot reasonably be avoided).  

5.3. Keeping In Touch (KIT) /Shared Parental Leave In Touch Days (SPLIT)
In order to facilitate occasional training and to allow employees to keep in touch during their maternity/adoption/shared parental leave, employees may work during their leave, subject to agreement with the headteacher/line manager.
For employees on maternity or adoption leave these agreed working days are known as Keeping in Touch (KIT) days.  Employees may work up to 10 KIT days throughout the duration of their maternity or adoption leave. KIT days cannot be used during the compulsory maternity leave period.
For employees on shared parental leave these agreed working days are known as Shared Parental Leave in Touch (SPLIT) days.  Employees may work up to 20 SPLIT days throughout the duration of their shared parental leave. 
Employees are entitled to be paid for the work/training they do during their KIT/SPLIT days, which may be offset against any statutory payments made during this time. 
Employees will only be paid for hours worked, for example if an employee works 2 hours on a KIT/SPLIT day they will be paid accordingly.  
Employees who work KIT/SPLIT days, will not lose their rights to continued maternity/adoption/shared parental leave.  

5.4. Temporary/Fixed-Term Employees 
Non-renewal of fixed term contracts due to pregnancy is likely to be seen as discrimination, therefore please seek advice from ODBST’s HR Manager. 
If an employee’s fixed term contract expires during the maternity/adoption/shared parental/paternity leave period, no matter what the length of service, they do not normally have the right to return to work. However, if there is a requirement to extend the contract for the same work, the contract should be offered to this employee in the first instance. 
If the temporary arrangements are due to end either before or during the period of maternity/adoption/shared parental/paternity leave, and the need to carry out the work remains, the correct practice is to renew their contract and employ another person on a temporary basis to cover the post during maternity/adoption/shared parental/paternity leave.  
The contract should only end if the requirement to carry out the work duties comes to an end or if the temporary arrangement was to cover an absence from the workplace and the permanent post holder returns. 
If the contract is terminated, the employee will continue to receive any SMP/SAP/ShPP to which they are entitled. 
If a decision is taken to permanently recruit to the post that the employee temporarily held whilst on maternity/adoption/ shared parental/paternity leave, they should be provided with an equal chance to apply.  
5.5. Multiple Birth/Match 
Only one entitlement of leave and/or pay may be agreed for each birth or adoption. Therefore, where there is a multiple birth or adoption of two or more children, the employee may only receive one entitlement. 
5.6. Stillbirth/Miscarriage
In the event of the employee’s baby dying or being stillborn after the 24th week of pregnancy, the provisions of the maternity and paternity schemes will still apply. 
If miscarriage should occur before the 24th week of pregnancy, you will no longer be entitled to take maternity leave, managers should give sympathetic consideration to any request for special leave, or sickness absence as appropriate. 
5.7 Surrogacy arrangements
Employees who are receiving a child via surrogacy (‘intended parents’) may be entitled to take adoption leave or paternity leave. Intended parents will decide between them which parent is to take which form of leave. It is not possible for one parent to take both periods of leave.
The right to take leave depends on the following:

· intended parents obtaining a Parental Order, or applying for one within six months of the birth which they fully expect will be granted. Parental Orders are not obtainable in all surrogacy arrangements which means that some employees receiving a child in a surrogacy arrangement may not be eligible to take adoption leave ie intended parents must be in a couple and have a genetic link to the child
· compliance with the required notification procedures including providing the Company with the child’s date of birth as soon as reasonably practicable
· production of a statutory declaration regarding the receipt or the intention to obtain a Parental Order in respect of the child where requested.

6. MATERNITY LEAVE 

6.1. Maternity Leave entitlement

6.1.1. Statutory Maternity Leave entitlement
All pregnant employees/new mothers, regardless of length of service, are entitled to 52 weeks maternity leave.  
This is made up of two types of leave: 
· “Ordinary Maternity Leave” (OML) (the first 26 weeks). Including a 2-week period of compulsory maternity leave.
· “Additional Maternity Leave” (AML) (the next 26 weeks). 
AML directly follows OML, and there must be no gap between the two.  
During OML and AML time, the contract of employment continues, unless the employer or the employee expressly ends it, or it expires.  
The employee will continue to benefit from the terms and conditions of employment which would have applied to her had she been at work, except her contractual wages or salary, (the employee may receive SMP and/or OMP instead of ordinary pay), including pensions (except during periods of unpaid leave or as agreed otherwise).  However, if the employee works Keeping in Touch (KIT) days, the employee may, at the discretion of their Headteacher/line manager, receive contractual pay for that day.  An employee is also entitled to benefit from any general improvements to the rate of pay, or other terms and conditions as if she had not been on leave. 
6.1.2. Contractual Maternity Leave entitlement (Support Staff in Buckinghamshire schools only) 
School-based support staff employed in Buckinghamshire schools, with 26 weeks continuous service at the end of the 15th week before the Expected Week of Childbirth are entitled to a further 11 weeks of contractual maternity leave, in addition to the statutory entitlement set out in 3.1.1.  The total 63 weeks of maternity leave for Bucks Pay employee is made up of the following:
· “Ordinary Maternity Leave” (OML) (for the first 26 weeks)
· “Additional Maternity Leave” (AML) (for the next 26 weeks)
· “Contractual Maternity Leave” (CML) (for the next 11 weeks)
To benefit from the full entitlement each type of leave must directly follow the other, with no gaps between.  Additionally, the employee must take at least 4 weeks’ leave before the Expected week of Childbirth to benefit from the full 63 weeks.
6.2. [bookmark: _Hlk7438552]Maternity Pay

6.2.1. Statutory Maternity Pay (SMP)
An employee is entitled to Statutory Maternity Pay (SMP) if they satisfy the following qualifying conditions: 
· Have 26 weeks of continuous service with the OBDST by the qualifying week.   
· Have average weekly earnings at or above the lower earnings limit for NI contributions. 
· Still be pregnant, or the birth having occurred by the 11th week before the expected week of childbirth. 
· Have stopped working wholly or partly because of pregnancy or childbirth. 
· Have complied with all the relevant notification requirements for claiming SMP. 
The employee should claim SMP at the same time that they give notice of their intention to take maternity leave (by completing the intention to take maternity/adoption leave form, in appendix 1 and providing a maternity certificate (form MATB1)).  
SMP is paid for 39 weeks at the following rates:  
· Higher rate SMP is paid for the first six weeks of the maternity leave and is equal to 90% of ‘average weekly earnings’. 
· Lower rate SMP is a set weekly amount or 90% of your average weekly earnings, whichever is lower. It is paid for the remaining 33 weeks. 
After the 39 weeks’ Statutory Maternity Pay period has come to an end, the remaining weeks are unpaid.
Your normal weekly earnings are calculated based on an average of your gross earnings for national insurance during the ‘relevant period’. The ‘relevant period’ is the period ending on the last normal pay day before the qualifying week and starting with the normal pay day which is at least eight weeks earlier. The exact calculation of weekly earnings will depend on whether you are paid monthly, weekly or at other intervals. Further advice on how your normal weekly earnings will be calculated. Please speak to the HR team if you have any questions.  
Where your gross earnings are increased by a pay rise, and this increase takes effect from the start of the relevant period and before the end of the AML period, this increase will result in a recalculation of your SMP. As a result of this recalculation, you may be entitled to a retrospective increase or may subsequently qualify to receive SMP.   

SMP is only payable when the employee is away from work. If the employee works at any time during their maternity leave they will not be entitled to SMP for that week. The only exception is if the employee works on one of the 10 KIT days an employee on maternity leave is entitled to. 
It is the employee’s responsibility to notify their Headteacher/line manager if they commence work for a different employer during the maternity period, or if they are taken into legal custody at any time during this period. 
6.2.2. Maternity Allowance (MA)
Employees who do not qualify for SMP may be entitled to a Maternity Allowance (MA), paid by the Department for Work and Pensions.  In these circumstances, we will provide you with the form SMP1 within seven days of determining that you do not qualify.
6.2.3. Contractual Maternity Pay (Support staff in Buckinghamshire schools only))
School-based support staff in Buckinghamshire schools, with at least 26 weeks of continuous service with the OBDST by the end of the 15th week before the EWC, are eligible for Occupational Maternity Pay (OMP), in addition to SMP as long as they meet the criteria detailed above for SMP and the conditions set out below in relation to returning to work.  
Occupational Maternity pay is paid at the rate of half pay (i.e. half a week’s pay) for 20 of the 33 weeks of lower rate SMP provided the employee returns to work after their maternity leave for a minimum period of time, as described in the next paragraph.
To be entitled to keep the Occupational Maternity Pay, the employee must return to work doing the same number of hours as before their leave, and they are required to work those hours for at least 6 months (including any periods when your workplace is closed).  However, if the employee returns on reduced hours the 6-month period would be proportionately longer (e.g. if the employee reduced their hours by 50% they would have to work those reduced hours for at least 12 months).  
[bookmark: _Hlk7437532]Please note, any subsequent period of maternity leave taken before the 6 months has been completed (or equivalent period if the employee reduces their hours), will not count as part of the ‘payback period’, e.g. if the employee returns for two months at the same hours as they previously worked, then they opt to go on another period of maternity leave, they would still have another four months to complete before they could keep the original Occupational Maternity Pay. This period will then be extended if they qualify for, and opt to take, more Occupational Maternity Pay the second time around.
During the 20 weeks, the total amount the employee receives (which may include Lower Rate SMP) cannot be more than their normal full pay, and would be reduced to the level of their normal full pay if necessary, providing this is more than your statutory maternity benefits.

6.2.4. Contractual Maternity Pay (Support staff in Milton Keynes schools only)
School-based support staff in Milton Keynes schools, with at least 52 weeks of continuous service with the OBDST by the end of the 15th week before the EWC, are eligible for Occupational Maternity Pay (OMP), in addition to SMP as long as they meet the criteria detailed above for SMP and the conditions set out below in relation to returning to work.  

Occupational Maternity pay is paid at the rate of half pay (i.e. half a week’s pay) for 12 of the 33 weeks of lower rate SMP provided the employee returns to work after their maternity leave for a minimum period of time, as described in the next paragraph.

To be entitled to keep the Occupational Maternity Pay, the employee must return to work doing the same number of hours as before their leave, and they are required to work those hours for at least 6 months (including any periods when your workplace is closed).  However, if the employee returns on reduced hours the 6-month period would be proportionately longer (e.g. if the employee reduced their hours by 50% they would have to work those reduced hours for at least 12 months).  

Please note, any subsequent period of maternity leave taken before the 6 months has been completed (or equivalent period if the employee reduces their hours), will not count as part of the ‘payback period’, e.g. if the employee returns for two months at the same hours as they previously worked, then they opt to go on another period of maternity leave, they would still have another four months to complete before they could keep the original Occupational Maternity Pay. This period will then be extended if they qualify for, and opt to take, more Occupational Maternity Pay the second time around.

During the 12 weeks, the total amount the employee receives (which may include Lower Rate SMP) cannot be more than their normal full pay, and would be reduced to the level of their normal full pay if necessary, providing this is more than your statutory maternity benefits.

6.2.5. Contractual Maternity Pay (Teachers only)
Teaching staff who meet the criteria for SMP as set out above, and who have at least 1 year of continuous service with ODBST, will be eligible for Occupational Maternity Pay (OMP), which consists of:
· the first 4 weeks of Ordinary Maternity Leave will be paid at Full Pay (SMP will make up 90% of this)
· the next 2 weeks of Ordinary Maternity Leave will be paid 90% of average weekly pay or Higher Rate Statutory Maternity Pay, whichever is lower
· the next 33 weeks of Ordinary Maternity Leave will be paid at Lower Rate SMP provided they qualify for this. Also, for 12 of the 33 weeks, the employee will receive Occupational Maternity Pay at Half Pay (i.e. half a week’s pay) provided they return to work after their maternity leave for the minimum period of time.
For an employee to be entitled to keep the Occupational Maternity Pay, they must return to work as a teacher with ODBST doing the same number of hours as before their leave for at least 3 months (including any periods when the workplace is closed).  However, If the employee returns on reduced hours the 3-month period will be proportionately longer (e.g. if the employee reduced their hours by 50% they would have to work those reduced hours for at least 6 months).  
Please note, any subsequent period of maternity leave taken before the 3 months has been completed (or equivalent period if the employee reduces their hours), will not count as part of the ‘payback period’, e.g. if the employee returns for two months at the same hours as they previously worked, then they opt to go on another period of maternity leave, they would still have another month to complete before they could keep the original Occupational Maternity Pay. This period will then be extended if they qualify for, and opt to take, more Occupational Maternity Pay the second time around.
During the 33 weeks, the total amount the employee receives (which may include Lower Rate SMP) cannot be more than their normal full pay and would be reduced to the level of their normal full pay if necessary, providing it is more than their statutory maternity benefits.
6.3. Notification of intention to take maternity leave 
Employees are entitled to maternity rights, providing they have given their line manager/Headteacher written notice of the following: 
· That she is pregnant. 
· The week her baby is expected to be born. 
· When she wants her maternity leave to start.  

Notice of this should be given as early as possible, but no later than the qualifying week. . (unless it is not reasonably practicable to do so because, for example, the baby is born before the 15th week). By notifying us as soon as possible of your pregnancy this will enable us to ensure that, where appropriate, any reasonable steps are taken to safeguard the safety of yourself and your unborn child and that you are not subject to any unnecessary risks at work.

[bookmark: _Hlk10105912]The employee should also supply her line manager/Headteacher with: 
· A MAT B1 form (this is a certificate provided by a registered medical practitioner or certified midwife stating the EWC). 
· Intention to take Maternity/Adoption Leave form.  See Appendix 1 
Within 28 days of receiving that notice, ODBST will inform the employee and the Payroll provider in writing of her leave and pay entitlements.  
The employee can change the date she starts her maternity as long as she gives 28 days’ notice to her headteacher/manager. 
If the employee returns at the end of her full period of maternity leave and has not told her headteacher/manager that she wishes to come back at any other time, she does not need to provide any further notice. The employee can change the dates of her return to work as long as she gives eight weeks’ notice to the headteacher/manager. 
If childbirth occurs before the notified start date, then the maternity leave will begin automatically the day after the birth. 
If the employee decides not to return to work after maternity leave, she will have to terminate her employment, giving the contractual notice period. 
Once you have notified the school of your intended start date of ordinary maternity leave, we will confirm, in writing, the date that we expect you to return to work after additional maternity leave has ended. This confirmation will be sent to you within 28 days of receiving your notification.

An informal meeting will then be arranged to discuss your entitlements and the organisational processes involved. The meeting will include discussions on the following points:

· the amount of leave you can take and the payment arrangements
· the information that we will need from you to process your maternity leave
· time off for ante-natal appointments
· risk assessments to ensure your role does not pose a risk to your, or your baby’s, health and safety
· your right to return after maternity leave to the same or a similar role
· the opportunity to request flexible working and how a request should be made.

In order to ensure good communication and a smooth transition in the time leading up to maternity leave, and during the leave itself, you will be informed of the arrangements for covering your work and also for remaining in contact whilst you are on leave. We will also consult you on how to cover your workload during your leave and whether any temporary reporting arrangements need putting in place. 

We would like to keep you fully informed of any news or developments at work during your leave and we may continue to send you the Trust newsletters and information on social events etc. We will also keep you informed of any recruitment exercises undertaken during your absence via the ODBST website. 

6.4. Compulsory maternity leave 
Immediately following the date of childbirth, there is a statutory compulsory period of two weeks maternity leave during which employees are prohibited from working. This is known as Compulsory Leave and it is a criminal offence for an employee to work during this period. 
6.5. Commencement of maternity leave 
Maternity leave can start up to 11 weeks before the expected date of childbirth. If the baby is born early, or the employee has to take time off due to pregnancy-related sickness during the last 4 weeks before the baby is due, maternity leave will be automatically triggered (see 3.6 Automatic commencement of maternity leave). The employee should notify her line manager/Headteacher as soon as is reasonably practicable, as to the date she wishes to commence maternity leave.  The employee can choose any day of the week to begin her maternity leave. 	Comment by Rhys Bresland: I assume this is meant to say 6.6?
Salary ceases, and maternity pay begins (if applicable) from the day following the first day of the absence, irrespective of whether it is a school holiday. Once the maternity leave period has commenced, any school holiday periods will be included in the period of maternity leave. 
6.6. Automatic commencement of maternity leave 
Where the employee is absent from work due to a pregnancy-related illness or due to a health and safety related suspension at any time from the fourth week before the expected week of childbirth, maternity leave and pay (if applicable) will be triggered automatically from the day following the first day of the absence. In this event the employee should notify her line manager/Headteacher that her absence from work is wholly or partly because of a pregnancy related illness as soon as is reasonably practicable under the circumstances. 
Any absence due to illness prior to the fourth week before the EWC will be regarded as sickness and reckoned against the employee’s sick leave entitlement. 
If childbirth occurs before the date the employee has notified, the maternity leave starts automatically on the day after the date of the birth. In this circumstance the employee should give her line manager/Headteacher notice in writing of the date of the birth and provide evidence of this date as soon as reasonably possible. 
6.7. Antenatal care 
All pregnant women are entitled to paid time off to attend antenatal care arranged on the advice of a registered medical practitioner, midwife or health visitor, and we strongly encourage you to attend these. This is subject to the production of an appointment card or other appropriate documentation confirming that an appointment has been made.  
Employees should give their line manager/Headteacher as much notice as possible of appointments, and wherever possible, be arranged near the start or end of a day. Time off must take account of any necessary travelling arrangements and should be paid at the normal hourly rate. 
Antenatal care can also include for example relaxation or parent craft classes, as long as the employee can show evidence that attendance is on the recommendation of a registered medical practitioner, midwife or health visitor. 
If attendance is not part of a recommended antenatal program, there is no obligation for ODBST to provide paid leave. It would however be reasonable for the line manager/Headteacher to agree annual/flexible leave in these circumstances, subject to operational requirements. 
An expectant father or the partner (including same sex) of a pregnant woman is entitled to take unpaid time off work to accompany the woman to up to 2 of her antenatal appointments. 
6.8. Health and safety 
Employees are prohibited from working during the two week period following the date of childbirth. 
Employees who are pregnant, have given birth or miscarried within the previous six months or who are breastfeeding, must be provided with safe alternative work if the usual work presents unacceptable risks to their health and safety. 
6.9. The Trust want employees to remain safe and healthy at work throughout their pregnancy. The Headteacher will assess any risks at work that may affect the employee of their unborn baby and will carry out a special risk assessment for pregnant, new and nursing mothers. If an employee is concerned about their health or aspects of their work that could put their unborn child at risk, they should talk initially to their manager. Action should be taken immediately to eliminate or reduce that risk. Risk assessment 
Upon notification of a woman’s pregnancy, the line manager/Headteacher should make arrangements for a risk assessment to be conducted. It is recommended that the risk assessment be conducted within 10 days of notification. 
Where an unacceptable risk has been identified, protective or preventative measures must be taken to eliminate it. Should this not be possible, the employee should be offered suitable alternative work, where this is available. If there is no suitable alternative work available, the line manager/Headteacher may suspend the employee on full pay for as long as the risk exists or until maternity leave starts, whichever happens first. If necessary where a risk remains, these arrangements will continue for a period of six months after the birth of your child.
If an offer of suitable alternative employment has been made and unreasonably refused, the employee may be suspended on no pay. 
An employee’s health and ability during pregnancy and their work requirements can change and it is therefore important to regularly monitor the risks associated with her work and adjust this accordingly. 
Please speak with your line manager immediately if you are worried about your own health and safety at any time.

6.10. Infectious diseases 
In the event of a risk of infectious disease in the school/Trust, it may be necessary to give a pregnant employee leave on full pay until the risk has been removed or until the maternity leave starts, whichever happens first. 
In addition, where a medical practitioner advises a pregnant employee not to attend school/work for precautionary reasons due to infectious disease in the school/Trust, the employee is entitled to full pay during this period which is not reckoned against her other sick leave entitlement. 
6.11. IVF appointments
If an employee wishes to have time off work in order to receive fertility treatment, the initial appointments will be treated in the same way as other appointments with a doctor or dentist, etc.
If the employee wishes to take full days, or blocks of days, off work in order to receive treatment, the employee should discuss the requirements of their treatment with their headteacher/line manger as soon as possible to agree how the appropriate time off may be accommodated within work patterns and workload requirements.  Although there is no statutory obligation to allow time off for IVF treatment, the trust aims to support employees by granting a combination of flexible working, annual leave and unpaid leave.

If the effects of the treatment result in absence from work, this should be dealt with under the Health and Attendance Policy and Procedure.

6.12. Second pregnancy during maternity leave 

6.12.1. Maternity leave 
If an employee becomes pregnant whilst on Maternity Leave, they will be entitled to a second period of Maternity Leave in accordance with this policy. 
The Employee will need to notify their Headteacher/line manager in accordance with the Notification of intention to take maternity leave, in appendix 1.

6.12.2. Maternity pay 
The employee may be entitled to a second period of OMP, subject to fulfilling the criteria set out above, which will start on the date the employee has indicated that they wish to commence their second period of Maternity Leave.  
In order to receive SMP, the employee has to have ‘average weekly earnings’ at or above the lower earnings limit for NI contributions for the period between the 23rd and 15th week prior to the EWC.  
If the employee meets this criterion, then the employee will be entitled to receive SMP/OMP in accordance with this policy.  
If the employee does not meet this criterion, the employee may be entitled to a Maternity Allowance paid by the Department for Work and Pensions.

7. ADOPTION LEAVE 
Adoption Leave and Pay (if applicable) may allow an individual or one member of an adoptive couple to take paid time off work. Where a couple are adopting jointly, they can choose which of them will take adoption leave, and the other may take paternity leave. 
If a child is adopted from overseas, different eligibility criteria, notice and evidential requirements apply. In this case, please refer to OBDST HR department for further information. 
Please note that adoption leave and pay are only available in circumstances where a child is newly matched for adoption (for example, adoption leave and pay are not available when a step-parent is adopting a partner’s child).
7.1. Adoption Leave entitlement 

To qualify for Adoption Leave, the employee must have been newly matched with a child for adoption by an approved UK adoption agency and provide proof of the adoption.

7.1.1. Statutory Adoption Leave
Eligible employees can take up to 52 weeks of adoption leave, made up of:
· 26 weeks Ordinary Adoption Leave (OAL)
· 26 weeks Additional Adoption Leave (AAL). 
The OAL is the period of the first 26 weeks of Adoption Leave.  AAL is the period of the last 26 weeks of Adoption Leave and must immediately follow OAL (there must be not be a gap between the two). 
During this time, the contract of employment continues, unless the employer or the employee expressly ends it or it expires. 
The employee will continue to benefit from the terms and conditions of employment which would have applied to them had they been at work, except wages or salary, including pensions (except during periods of unpaid leave or as agreed otherwise).  
However, if the employee works Keeping in Touch (KIT) days, the employee may, at the discretion of their Headteacher/line manager, receive contractual pay for that day.  An employee is also entitled to benefit from any general improvements to the rate of pay, or other terms and conditions as if they had not been on leave. 
7.1.2. Contractual Adoption leave entitlement (Bucks Pay only)
School-based support staff employed on Bucks pay, with at least 26 weeks continuous service by the end of the week they are notified of being matched with a child are entitled to a further 11 weeks of contractual adoption leave, in addition to the statutory entitlement set out above.  The total 63 weeks of adoption leave for Bucks Pay employees is made up of the following:
· “Ordinary Adoption Leave” (OAL) (for the first 26 weeks)
· “Additional Adoption Leave” (AAL) (for the next 26 weeks)
· “Contractual Adoption Leave” (CAL) (for the next 11 weeks)
To benefit from the full entitlement each type of leave must directly follow the other, with no gaps between.  Additionally, the employee must take at least 2 weeks’ leave before the expected date of placement.
7.2. Commencement of adoption leave 
Employees can choose to start their leave: 
· From the date of the child’s placement. 
· From a fixed date which can be up to 14 days before the expected date of placement. 
Salary ceases and adoption pay (if applicable) begins on the day on which absence begins, irrespective of whether it is a school holiday. Once the adoption leave period has commenced, any school holiday periods will be included in the period of adoption leave. 
If the date of placement changes, the employee should give the appropriate notice to change the start date of the adoption leave, if this is reasonably practicable. 
7.3. Unforeseen ending of placement 
If the placement ends during the period of adoption leave, adoption leave can continue for up to a further 8 weeks, unless the employee’s entitlement to leave and/or pay would have ended earlier in the normal course of events. 
Circumstances in which the placement may end are if the employee has commenced adoption leave and is subsequently notified by the adoption agency that the placement will not be made, the child is returned to the adoption agency, or if the child dies. 
In the case of unforeseen ending of placement, the employee should give immediate notice of their return to work, to comply with the notice periods. 
7.4. Notification of intention to take adoption leave 
Employees are entitled to adoption leave, providing they have given their line manager/Headteacher written notice of the following: 
· That they have been matched with a child for adoption. 
· The date on which the child is expected to be placed with them. 
· When they want their adoption leave and pay (if applicable) to start. 
Notice of this should be given as early as possible, but no more than seven days after the day the employee has been notified of having been matched with a child, unless this is not reasonably practicable.  
Headteachers/line managers are entitled to ask the employee for the following documentary evidence to show that the employee is eligible for adoption leave:
· The name and address of the adoption agency.
· The date the employee was notified of having been matched with the child.
· The date on which the child is expected to be placed for adoption, or, if it has already happened, the actual date of placement.  
This may be provided in the form of a matching certificate, which includes basic information on matching and expected placement dates and by completing an intention to take maternity/adoption leave form (see appendix 1).
Employees will need to give their Headteachers/line managers at least 28 days’ notice of the date they want their Statutory Adoption Pay (SAP) to start, unless this is not reasonably practicable. 
Within 28 days of receiving the notice, ODBST will inform the employee and the Payroll provider in writing of the employee’s adoption leave and pay entitlements (if applicable).  
Any subsequent change to the intended start date by the employee should also be notified in writing at least 28 days before the proposed new start date or the original start date, whichever is sooner. 
If the employee decides not to return to work after adoption leave, they will have to terminate the employment, giving the contractual notice period.
7.5. Adoption Pay

7.5.1. Statutory Adoption Pay (SAP)
An employee is entitled to Statutory Adoption Pay (SAP) if they satisfy the following qualifying conditions: 
· Have 26 weeks continuous service with the OBDST by the end of the week in which they are notified of being matched.  
· Have average weekly earnings at or above the lower earnings limit for NI contributions. 
· Provide proof of the adoption. 
· Have complied with all the relevant notification requirements for claiming SAP. 
The employee should claim SAP at the same time that they give notice of their intention to take adoption leave (by completing the notification of intention to take maternity/adoption leave form, in appendix 1 and providing proof of the match).  
SAP is paid for 39 weeks at the following rates:  
· Higher rate SAP is paid for the first six weeks of adoption leave and is equal to 90% of ‘average weekly earnings’. 
· Lower rate SAP is a set weekly amount or 90% of average weekly earnings, whichever is lower. It is paid for the remaining 33 weeks. 
After the 39 weeks’ Statutory Adoption Pay period has come to an end, the remaining weeks are unpaid.
SAP is only payable when the employee is away from work. If the employee works at any time during their adoption leave they will not be entitled to SAP for that week. The only exception is if the employee works on one of the 10 KIT days an employee on adoption leave is entitled to. 
It is the employee’s responsibility to notify their Headteacher/line manager if they commence work for a different employer during the adoption period, or if they are taken into legal custody at any time during this period. 

7.5.2. Income Support
Employees who do not qualify for SAP may be entitled to Income Support during their adoption leave.  
7.5.3. Contractual Adoption Pay (Support Staff in Buckinghamshire schools  only)
School-based support staff on Bucks pay, with at least 26 weeks of continuous service with OBDST by the end of the week in which the employee is notified of being matched, are eligible for Occupational Adoption Pay (OAP), in addition to SAP as long as they meet the criteria detailed above for SAP and the conditions set out below in relation to returning to work.  
Occupational Adoption pay is paid at the rate of half pay (i.e. half a week’s pay) for 20 of the 33 weeks of lower rate SAP provided the employee returns to work after their adoption leave for a minimum period of time, as described in the next paragraph.
To be entitled to keep the Occupational Adoption Pay, the employee must return to work doing the same number of hours as before their leave and they are required to work those hours for at least 6 months (including any periods when your workplace is closed).  However, if the employee returns on reduced hours the 6-month period would be proportionately longer (e.g. if the employee reduced their hours by 50% they would have to work those reduced hours for at least 12 months).  
During the 20 weeks, the total amount the employee receives (which may include Lower Rate SAP) cannot be more than their normal full pay and would be reduced to the level of their normal full pay if necessary, providing this is more than your statutory adoption benefits.
7.5.4. Contractual Adoption Pay (Support Staff in Milton Keynes schools only)
School-based support staff in Milton Keynes schools, with at least 52 weeks of continuous service with OBDST by the end of the week in which the employee is notified of being matched, are eligible for Occupational Adoption Pay (OAP), in addition to SAP as long as they meet the criteria detailed above for SAP and the conditions set out below in relation to returning to work.  
Occupational Adoption pay is paid at the rate of half pay (i.e. half a week’s pay) for 12 of the 33 weeks of lower rate SAP provided the employee returns to work after their adoption leave for a minimum period of time, as described in the next paragraph.
To be entitled to keep the Occupational Adoption Pay, the employee must return to work doing the same number of hours as before their leave and they are required to work those hours for at least 6 months (including any periods when your workplace is closed).  However, if the employee returns on reduced hours the 6-month period would be proportionately longer (e.g. if the employee reduced their hours by 50% they would have to work those reduced hours for at least 12 months).  
During the 12 weeks, the total amount the employee receives (which may include Lower Rate SAP) cannot be more than their normal full pay and would be reduced to the level of their normal full pay if necessary, providing this is more than your statutory adoption benefits.

7.5.5. Contractual Adoption Pay (Teachers only)
Teaching staff who meet the criteria for SAP as set out above, and who have at least 1 year of continuous service with ODBST, will be eligible for Occupational Adoption Pay (OAP), which consists of:
· the first 4 weeks of Ordinary Adoption Leave will be paid at Full Pay (SAP will make up 90% of this)
· the next 2 weeks of Ordinary Adoption Leave will be paid 90% of average weekly pay or Higher Rate Statutory Adoption Pay, whichever is lower
· the next 33 weeks of Ordinary Adoption Leave will be paid at Lower Rate SAP provided they qualify for this. Also, for 12 of the 33 weeks, the employee will receive Occupational Adoption Pay at Half Pay (i.e. half a week’s pay) provided they return to work after their adoption leave for the minimum period of time.
For an employee to be entitled to keep the Occupational Adoption Pay, they must return to work as a teacher with ODBST doing the same number of hours as before for at least 3 months (including any periods when your workplace is closed).  However, If the employee returns on reduced hours the 3-month period will be proportionately longer (e.g. if the employee reduced their hours by 50% they would have to work those reduced hours for at least 6 months).  
[bookmark: _Toc415499432]During the 33 weeks, the total amount the employee receives (which may include Lower Rate SAP) cannot be more than their normal full pay and would be reduced to the level of their normal full pay if necessary, providing it is more than their statutory adoption benefits.
8. SHARED PARENTAL LEAVE

8.1. [bookmark: _Toc415499433]What Is Shared Parental Leave (SPL)?
Shared Parental Leave (SPL) enables eligible parents to choose how to share the care of their child during the first year of birth or adoption.  It is designed to give parents more flexibility in considering how to best care for, and bond with, their child.  All eligible employees have a statutory right to take Shared Parental Leave. 
Mothers/adopters can effectively “convert” a period of maternity/adoption leave and pay into Shared Parental Leave and pay that can be taken by either parent.  Parents can take Shared Parental Leave at the same time or take it in turns to have periods of leave to look after the child.
Shared parental leave is in addition to the right to paternity leave (2 weeks’ paid leave) and “ordinary” parental leave.  However, a parent who takes Shared Parental Leave in respect of a child before they have taken their statutory paternity leave entitlement will lose their entitlement to statutory paternity leave.  
8.2. [bookmark: _Toc415499434]Who Is Eligible For Shared Parental Leave (SPL)?
Shared Parental Leave (SPL) can only be used by two people:
· The mother/adopter and
· one of the following:
· the father of the child (in the case of birth) or
· the spouse, civil partner or partner of the child’s mother/adopter
Both parents must share the main responsibility for the care of the child at the time of the birth/placement for adoption.
Additionally, an employee seeking to take SPL must satisfy each of the following criteria:
· the mother/adopter of the child must be entitled to statutory maternity/adoption leave and must have ended or given notice to curtail any maternity/adoption entitlements;
· the employee must still be working for ODBST at the start of each period of SPL;
· the employee must have at least 26 weeks’ continuous service at the end of the 15th week before the Expected Week of Childbirth/matching date;
· the employee’s partner must have been employed or self-employed for at least 26 weeks of the 66 weeks immediately preceding the Expected Week of Childbirth/matching date;
· the employee’s partner must have earned an average of £30 a week in the test period.  The test period is the period of 66 weeks up to and including the week before the baby is due/matching date.  Average earnings are worked out using earnings from any 13 weeks in the test period.
8.3. [bookmark: _Toc415499435]Shared Parental Leave Entitlement
Eligible employees may be entitled to take up to 50 weeks SPL during the child’s first year in their family.  The number of weeks available is calculated using the mother’s/adopter’s entitlement to statutory maternity/adoption leave, which allows them to take up to 52 weeks’ leave.  If they reduce their maternity/adoption leave entitlement, then they and/or their partner may opt-in to the SPL system and take any remaining weeks as SPL.
The mother must take at least 2 weeks’ compulsory Ordinary Maternity Leave immediately following the birth of the child.  An adopter can end their adoption leave once they have taken it for two weeks.
SPL can be taken in one continuous block, or it can be split into a maximum of 3 separate blocks.  Each block must be at least one week. 
If both parents are taking SPL then they can take their leave at the same time as each other or at different times. 
SPL must end no later than one year after the birth/placement of the child.  Any SPL not taken by the first birthday or first anniversary of placement for adoption will be lost.
There is no increase in SPL entitlement in the case of multiple births or adoptions; the rules apply in the normal way.
8.4. [bookmark: _Toc415499436]Notice requirements for shared parental leave
Parents must give the following written notices to take shared parental leave:
· a “maternity/adoption leave curtailment notice” from the mother/adopter setting out when they propose to end their maternity/adoption leave (unless they have already returned to work from maternity/adoption leave);
· a “notice of entitlement and intention” giving an initial, non-binding indication of each period of shared parental leave that the employee is requesting; and
· a “period of leave notice” setting out the start and end dates of each period of shared parental leave that the employee is requesting
8.5. Maternity/Adoption Leave Curtailment Notice
The employee must give at least 21 days’ notice to bring maternity/adoption leave to an end.  Maternity leave cannot be brought to an end until after the two-week compulsory maternity leave period and must come to an end at least one week before the end of the additional maternity/adoption leave period.  The curtailment notice must be accompanied by a notice of entitlement and intention to take Shared Parental Leave OR a declaration that the other parent has given a notice of entitlement and intention to take Shared Parental Leave to his/her employer and that the mother/adopter has consented to the amount of leave that the other parent intends to take.
Maternity/Adoption leave will come to an end on the date set out in the notice. The curtailment notice normally cannot be revoked once it has been given. However, if the curtailment notice is given before a child’s birth/matching date the mother/adopter can revoke the notice during the six weeks following birth by giving notice in writing.  The mother/adopter is entitled in those circumstances to access Shared Parental Leave at a later date by serving a second curtailment notice.
Note:	Careful consideration should be given to ending maternity/adoption leave and entitlement to maternity/adoption pay.  Where the employee is entitled to receive Occupational maternity/adoption pay this would be reduced to statutory Shared Parental Pay if they end their maternity/adoption leave and commence Shared Parental Leave during this period.  Further guidance is available from the HR Manager.
8.6. Revocation of Maternity/Adoption Leave Curtailment Notice
The mother/adopter can withdraw their notice curtailing their maternity/adoption leave in limited circumstances.  The withdrawal of a maternity/adoption leave curtailment notice must be in writing and can only be given if the mother/adopter has not returned to work.  The mother/adopter can withdraw their maternity/adoption leave curtailment notice if:
· it is discovered that neither the mother/adopter nor the partner are entitled to shared parental leave or statutory shared parental pay and the mother/adopter withdraws their maternity/adoption leave curtailment notice within eight weeks of the date on which the notice was given;
· the maternity/adoption leave curtailment notice was given before the birth of the child/matching date and the mother/adopter withdraws their maternity/adoption leave curtailment notice within six weeks of the child’s birth/matching date; or
· the partner has died
8.7. Notice of Entitlement and Intention
The Notice of Entitlement and Intention must be in writing and submitted at least eight weeks before the start date of the first period of shared parental leave.  
8.8. Variation or Cancellation of Notice of Entitlement and Intention
The employee can give written notice to vary or cancel their proposed shared parental leave dates after they have submitted a notice of entitlement and intention.  The written notice must contain:
· an indication as to when they intend to take shared parental leave (including the start and end dates for each period of leave);
· details of any periods of shared parental leave that have been notified through a period of leave notice;
· details of any periods of statutory shared parental pay that have been notified in relation to periods where shared parental leave was not to be taken; and
· a declaration signed by the mother/adopter and the partner that they agree to the variation
Any indication of leave intended to be taken provided in the variation of notice of entitlement and intention is non-binding until the employee provides a period of leave notice in relation to that period of leave.  There is no limit on the number of variations of notice of entitlement and intention that an employee can make.  
8.9. Shared Parental Leave Notification
To take a period of shared parental leave, you must provide written notice setting out the start and end dates.  You must submit a “period of leave notice” at least eight weeks before the start date of the first period of shared parental leave.  The notice may be given at the same time as a notice of entitlement and intention and can be a request for a continuous period of leave or discontinuous periods of leave.
You can provide a combined total of up to three period of leave notices or variations of period of leave notices per pregnancy or adoption.  A period of leave notice should be completed and submitted to your headteacher/manager.
8.10. Continuous Period of Shared Parental Leave
If you submit a period of leave notice requesting one continuous period of leave, you will be entitled to take that period of leave.
8.11. Discontinuous Periods of Shared Parental Leave
A single notification may also contain a request for two or more periods of discontinuous leave, which means asking for a set number of weeks of leave over a period of time, with breaks between the leave where you return to work (for example, an arrangement where you take seven weeks of SPL, then return to work for five weeks and then take a further period of SPL for six weeks).
Your manager will consider a request for discontinuous leave but has the right to refuse it or propose an alternative pattern of leave.  If it is refused, you can either withdraw it within 15 days of submitting the notice, or take the leave in a single continuous block.
8.12. [bookmark: _Toc415499437]Responding to a Shared Parental Leave notification
All requests for discontinuous leave will be carefully considered, taking into account the needs of the School/Trust.  Each request will be considered on a case-by-case basis.
Requests for discontinuous leave will be dealt with as soon as possible and you will receive a response within 14 days of submitting the notice. Your manager may approve the request in full, propose a different version, or refuse the request.
If your request is refused, then you may withdraw the request on or before the 15th day after the notification was given, or you may take the total number of weeks in the notice in a single continuous block.  If you choose to take the leave in a single continuous block, you have until the 19th day from the date the original notification was given to choose when you want the leave period to begin.  The leave cannot start sooner than eight weeks from the date the original notification was submitted.  
A notice for discontinuous leave that has been withdrawn before it is agreed does not count towards the total number of requests for leave that you can make.
You will receive confirmation from HR in writing of your approved periods of Shared Parental Leave.
8.13. [bookmark: _Toc415499438]Statutory shared parental pay (ShPP)
Statutory shared parental pay (ShPP) is available for eligible parents to share between them while on shared parental leave.
Eligible employees may be entitled to take up to 37 weeks ShPP while taking SPL.  The amount of weeks available will depend on the amount by which the mother/adopter reduces their maternity/adoption pay period or maternity allowance period.
ShPP may be payable during some or all of SPL, depending on the length of timing of the leave.
Any ShPP due during SPL will be paid at a rate set by the government for the relevant tax year, or at 90% of your average weekly earnings, whichever is lower.
8.14. [bookmark: _Toc415499439]Eligibility for Statutory Shared Parental Pay (ShPP)
In addition to meeting the eligibility requirements for SPL, you must also satisfy each of the following criteria to be eligible for ShPP:
· the mother/adopter must be entitled to statutory maternity/adoption pay or maternity allowance and must have reduced their maternity/adoption pay period or maternity allowance period;
· you must intend to care for the child during the week in which ShPP is payable;
· your average weekly earnings for the period of eight weeks leading up to and including the 15th week before the child’s expected due date/matching date are not less than the lower earnings limit in force for national insurance contributions;
· you must remain in continuous employment with ODBST until the first week of ShPP has begun; and
· you must give proper notification by completing and submitting a “notice of entitlement and intention”
8.15. [bookmark: _Toc415499440]Rights during Shared Parental Leave
During shared parental leave, your terms and conditions of employment except normal pay will continue.  All other benefits will remain in place.  For example holiday entitlement will continue to accrue.  Pension contributions will continue to be made during any period you are receiving ShPP but not during any period of unpaid SPL.
8.16. [bookmark: _Toc415499442]Shared Parental Leave in Touch Days (SPLIT)
You can carry out up to 20 paid days’ work during your leave period without losing your entitlement to Shared Parental Leave or pay.  These are known as “Shared Parental Leave in Touch” (SPLIT) days.  They enable you to keep in touch with developments at work.  There is no obligation for you to work SPLIT days and your manager cannot demand that you work.  
You are entitled to claim payment for SPLIT days.  You will be paid for the number of hours you attend work (regardless of your normal working pattern) but this will be offset against any Shared Parental Leave Pay for that week.  The total amount you receive cannot be more than your normal full pay, and would be reduced to the level of your normal full pay, if necessary.  Any payment for SPLIT days does not affect your entitlement to Shared Parental Pay or the duration of your Shared Parental Leave.
It is important to note that, regardless of whether you work 1 hour or a full day, this will count as 1 of your 20 SPLIT days.
If your manager agrees, you could use SPLIT days to work part of a week during SPL.  You could also use SPLIT days to help you gradually return to work towards the end of a long period of SPL or to trial a possible flexible working pattern.
9. PATERNITY LEAVE  
The employee may take leave under the paternity leave provisions. 
Paternity leave entitlements apply to all employees, that satisfy the conditions below, regardless of hours worked per week or whether the contract is permanent, temporary or fixed term. 
The employee must make their request for paternity leave on the Intention to take Paternity Leave form (see Appendix 3), and submit this to their line manager/Headteacher. 
9.1. Right to paternity leave and pay 
Paternity leave and pay is designed to support to working fathers, mothers and their partners. It allows an employee to take paid leave to care for their baby, support the mother following birth, or their partner after having been matched with a child for adoption.  
To qualify for paternity leave, employees need to satisfy the following conditions: 
· Have or expect to have responsibility for the child’s upbringing. 
· Be the biological father of the child or the spouse, partner or civil partner of the child’s mother or adopter, male or female.  
· Have continuous service for at least 26 weeks with the OBDST by the end of the 15th week before the baby is due, or by the end of the week the adopter is notified of having been matched with the child. 
· Take time off work to support the mother/adopter or care for the baby/adoptive child. 
Employees should self-declare that they meet these eligibility conditions when completing the Intention to take Paternity Leave form.
9.2. Paternity Leave entitlement 
Eligible employees can choose to take either one week or two consecutive weeks’ of paternity leave (no odd days or two separate weeks).	Comment by Rhys Bresland: This is not correct - fathers do not have to take the leave in two consecuctive weeks straight after the child’s birth. They can take either 2x 1 weeks or 1 x 2 weeks. The leave has to be taken any time after the birth, up until 52 weeks. 
Employees are also entitled to one day’s special leave to attend the childbirth, or the day of the placement of the adoptive child. Paternity leave cannot start before the birth of the baby/day of the placement. 
Employees can choose to start their leave:  
· From the date of the childbirth/placement (whether this is earlier or later than expected). 
· From a chosen number of days or weeks after the date of the childbirth/placement. 
· From a chosen date later than the first day of the week in which the child is expected to be born/placed with the adopter. 
Leave can start on any day of the week on or following the child’s birth/placement, but must be completed: 
· Within 56 days of the child’s actual date of birth/placement. 
· If the child is born/placed early, within the actual date of birth/placement and 56 days from the first day of the expected week of birth/date of placement. 
Only one period of leave can be taken, even if more than one child is born as the result of the same pregnancy or more than one child is matched for adoption. 
If a bank holiday falls within the paternity leave period, the employee may be given one day’s special leave at the end of the paternity leave, subject to the Headteacher’s/Line manager’s discretion. 
9.3. Paternity pay 
Paternity pay is split into two parts – statutory and contractual. These are laid out below. 
9.3.1. Statutory Paternity Pay (SPP) for Paternity Leave 
To qualify for Statutory Paternity Pay (SPP), the employee must be entitled to Paternity Leave, and the average weekly earnings cannot be less than the lower earnings limit for National Insurance contributions.  
Employees who qualify for SPP will be entitled to 2 weeks paid leave. SPP is paid at a standard weekly rate or 90% of the average weekly earnings, whichever is less. 
The employee can claim SPP at the same time that they give notice to take paternity leave by completing the Intention to take Paternity Leave form (see Appendix 3).  At least 28 days’ notice must be given before the employee wishes payment to begin. 
9.3.2. Occupational Paternity Pay (OPP) for Paternity Leave (for Teaching staff and employees on Bucks pay only)
To qualify for full Occupational Paternity Pay (OPP), an employee must have completed at least 26 weeks’ service with the ODBST. 
OPP means that the employee will receive their regular salary during the whole Paternity Leave Period (to a maximum of 2 weeks), as if they were not on leave. The OPP will then be offset against any Statutory Paternity Payments made. 
9.3.3. Occupational Paternity Pay (OPP) for staff with less than 26 weeks’ service (Support staff in Milton Keynes schools only)
Support staff in Milton Keynes schools that have not yet completed 26 weeks of continuous service with the ODBST are eligible to 1 weeks of occupational paternity pay, which will be paid at the employee’s regular rate of pay. 
9.4. Procedure for requesting paternity leave and pay 

9.4.1. Birth
In the case of a pregnancy, the employee must inform their headteacher/manager in writing of their intention to take paternity leave by the end of the 15th week before the expected week of childbirth (unless this is not reasonably practicable). 
This must include:
· The expected week of childbirth, 
· Whether they wish to take one or two weeks leave. 
· When they want the leave to start. 

The Intention to take Paternity Leave form (appendix 3) is available for this purpose. 
Any subsequent change to the intended start date by the employee should be notified in writing at least 28 days before the proposed new start date or the original start date, whichever is sooner. 
9.4.2. Adoption
In the case of adoption, the employee must give notice within seven days of the date the adopter is notified of having been matched with a child. This notice must include: 
· The date on which the adopter was notified of having been matched with the child. 
· The date on which the child is expected to be placed for adoption. 
· Whether they wish to take one or two weeks leave. 
· When they want the leave to start. 
The Intention to take Paternity Leave form (appendix 3) is available for this purpose. 
Any subsequent change to the intended start date by the employee should be notified in writing at least 28 days before the proposed new start date or the original start date, whichever is sooner. 
Within 28 days of receiving the notice, ODBST will inform the employee and the Payroll provider in writing of their paternity leave and pay entitlements. 
9.5. Rights during and after paternity leave 
An employee who takes paternity leave is entitled to: 
· Return to the same job.
· Return to the same terms and conditions of employment. 
· Not be subjected to any disadvantage, unfair treatment or dismissal. 
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  Intention to take Maternity Leave form   Please complete this form and  submit it to your Headteacher or Line Manager .       Full name :……………………………………………………… ………….  Payroll No:……………………………………………………………….   Address:… ………………………………………………………………………………………………………………………………………………………   Postcode:………………………………………………………………….. Job Title:……………………………………………………………………   Place of Work:……………………………………………………………………………………………………………………………………………… .   T he expected date of childbirth / placement   is: ……………………… …………………………………..   and I wish to commence  my maternity leave/adoption leave on ……...…….………… ………………………………………….   and I apply for SMP/SAP.      If you do not qualify for Statutory Maternity Pay/Statutory Adoption Pay (e.g. if you have less than 26 weeks  continuous em ployment or insufficient earnings etc.) you will be issued with a form SMP 1, which may entitle  you to apply for State Maternity Allowance, if you qualify.  For those adopting, you may be entitled to other  benefits. Please contact your local Job Centre Plu s for further information.     Occupation al Maternity/Adoption pay       T his section is t o be completed by employees on Bucks pay or Teachers ter ms & conditions that  both  inte n d  to  return to work   and  meet the  continuous servi ce  conditions   for Occupatio nal Maternity /Adoption Pay as   set  out in  the   Maternity, Adoption,  Shared P arental Lea ve and Pater nity  policy .   I t is my intention to return to work for at least  the return period st ipulated  in the   Matern ity, Adoption, Shared  Pa rental Lea ve and Patern ity policy  and therefore  wi sh to  claim  Occupational Maternity / Adoption   P ay   in  addit ion to the lower rate of Statutory Maternity / Adoption Pay. I understand that the total amount I receive  cannot be more than my normal full pay and would be reduced to the level of my normal pay if necessary,  providing this is more than my sta tutory benefits. I accept that if I am unable to return to work for at least  the st ipulated period   I will have to repay the  occupational   element of maternity / adoption pay.     If you are applying for Occupational Maternity / Adoption  Pay   you  can choose   how the payment is made .     Please choose one of the options of A or B by inserting a tick in the appropriate box:     A.   I would like the  Occupati onal Maternity / Adoption Pay to be  paid in full as it becomes due.   B.   I would like the  Occupational Maternity / Adoption Pay   to be  paid when I return to work.     Option B should be ticked for those not absolutely sure as to whether or not that they will be returning for  at least the required period .  If you have not ticked Box A or B it will be assumed that you only require  SMP/SAP. If you do  subsequently return to work you will not qualify for the  Occupational Maternity/ Adoption  Pay .     If you continue to receive Childcare Vouchers during your Maternity / Adoption Leave, deductions will be  made on a proportionate basis from your Oc cupational Maternity / Adoption Pay and any KIT day payments.       Signed…………………………………………………………… … … … … … … … … … … … … .    Date…………………………… … … … … … … … … … .     In all cases a Maternity Certificate (MAT B1) or a Matching Certificate for adoption    should be attached to this form (obtaine d from your GP ,   midwife   o r adoption agency ).  
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  Intention to take  P aternity Leave form   Please complete this form and  submit it to your Headteacher or Line Manager .       Full name :……………………………………………………… ………….  Payroll No:……………………………………………………………… ..   Address:… ………………………………………………………………………………………………………………………………………………………   Postcode:………………………………………………………………….. Job Title:……………………………………………………………………   Place of Work:……………………………………………………………………………………………………………………………………………… . .   The expected date of childbirth / placement   is: …………………… … ………………………………… ………………………………… ……   I f the child has already been born/placed, the actual date of birth/placement is: ……………………………………… …….   I wish to commence my  p aternity leave on ……...…….………… ………………………………………… ... .   and I apply for  S tatutory  P aternity  P ay (SPP) .     

You must be able to respond ‘yes’ to the statements below to be eligible for paternity leave.    

   I am (one of the following):   o   the baby’s biological father   o   the partner/husband that is not the baby’s biological father   o   the female partner in a same sex couple   o   the partner of an adoptive parent   And have or expect to have responsibility for the child’s upbringing   OR   o   the nominated carer.     A nominated carer is the person nominated by the mother to  assist in the care of the child and to provide the main support to th e mother at  around the time of the birth.          Yes/No  

   I have   at least 26 weeks of continuous service   leading into the 15 th   week before the expected week  of  childbirth   or   into the week in which notification is received of being matched with a child for  adoption     Yes/No  

    Signed: ……………………………………………………………………………………………  Date: …………………………………………………..     In all cases a copy of the Maternity Certificate (MAT B1) or a Matching Certif icate for adoption    should be attached to this form (obtained from GP, midwife or adoption agency).     To be completed by Line Manager/Headteacher:    

Please pay Paternity pay to the above  employee   at the following rate, in accordance with  ODBST policy:      1*  or 2* weeks at Statutory Paternity Pay   rate only (*delete as appropriat e)        1* or 2* weeks at full pay (*delete as appropriate)                               

Signed :  …………………………………………………………… ……………………………   Date :  …………………………… ………………………. .     Print Name:  ……………………………………………………………………………………………………………………………………………………  


